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GENERAL INFORMATION

General System Overview
CHAMPS is the Community Health Automated Medicaid Processing System. It is the Michigan Department
of Community Health’s (MDCH) Medicaid Management Information System (MMIS). CHAMPS provides a

secure web portal accessible to a wide range of users, including direct provider access.

The Provider Enrollment portion of CHAMPS will address the following:
e Accessing CHAMPS using the MDCH Single Sign-On web page
e Enrolling as a Billing Agent

e Managing Provider Records to make changes after approval of enrollment

Warning Notice
CHAMPS contains Electronic Protected Health Information (ePHI). All Protected Health Information (PHI), in

any format, must only be used or disclosed as permitted by the Health Insurance Portability and Accountability
Act (HIPAA) and other applicable state and federal confidentiality laws.

Unauthorized or improper use of this information may result in disciplinary action up to and including
termination. MDCH reserves the right to pursue civil or criminal penalties which may include notifying law
enforcement officials and regulatory accreditation and licensure organizations.

The HIPAA Security Rule requires standards to assure the confidentiality of ePHI. Data that is downloaded
should be saved to the network, not your C:drive (hard drive). ePHI data that is transferred should be
encrypted using MDCH standards.

CHAMPS Hotline Information

Please direct any questions or concerns about CHAMPS to the CHAMPS Hotline.
e Phone — 1-888-643-2408

e E-mail - CHAMPS@michigan.gov

Organization of the Training Guide

This Training Guide covers the following Lessons:
1. Lesson 1 —Access CHAMPS via Single Sign-On (SSO)

2. Lesson 2 — Provider Tab Overview



mailto:CHAMPS@michigan.gov

AMPS

3. Lesson 3 — Enroll as a Billing Agent
4. Lesson 4 — Manage Provider Record
5. Appendix A — Acronyms and Abbreviations

CHAMPS System Features

Closing Pages and Windows
NOTE: When you need to exit or close web pages or windows in CHAMPS, ALWAYS use the

, or any other button available. Do NOT use the 21 button located in the upper-right corner
of your page, as this will cause the buttons in CHAMPS to become inactive. If the Xl button is clicked on

F5
accident, press the u key on your keyboard to refresh the screen.

Business Process Wizard

The CHAMPS Business Process Wizard (BPW) is the nerve center of the Provider Enrollment application.
Based on Enrollment Types, the Business Process Wizard will provide required and optional steps needed to
complete and submit an enrollment application to the Michigan Department of Community Health (MDCH).
The Business Process Wizard will label steps as either Required or Optional. It will also display the date
each step was started and completed. The Step Remarks column displays system generated messages with

information about what is required based on the enrollment application actions.

Enroll Provider - Individual:

Busi Process Wizard - Provider Enrollment (Individual). Click on the Step # under the Step Column.|

step | Requir Status Step Remark

Step 1: Provider Basic Information

Step 2: Add Locations

.
Step 3: Add Specialties BuSmeSS

Step 4: Associate Billing Provider

Step 5. Add Licenses and Certifications PrOCeSS ‘ R ; izard
Step 6: Add Mode of Claim Submission

Step 7: Associate Billing Agent 1

Step 8. Add Ownership Details eXamp e

Step 9: Add Taxonomy Details

Step 10: Complete Enrollment Checklist

Step 11: Submit Enrcllment Application for Approval Required 01/16/2008 i has not been Submitted.

<< Pr=v |yiewing Page 1 M= s ||1
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The My Inbox page is accessed by clicking the My Inbox tab at the top of the CHAMPS web application. Just

My Inbox

as the name implies, your My Inbox page will display incoming messages transmitted from within CHAMPS.

You might also see notifications about your enrollment application here.

My Reminders:

Filter By: [ Ej [
Alert Type
AY

B

Ho Records Found |

My Inbox
example

Hyperlinks, Buttons, and Dropdowns

Hyperlinks, buttons, and dropdowns appear throughout CHAMPS and can be used for several purposes.
Hyperlinks and buttons are most often used for navigating between pages in CHAMPS.

Hyperlinks will have blue text and are usually underlined. Clicking on a hyperlink will take you to the page.
For example, when you click the Complete Enrollment Checklist hyperlink in the Business Process Wizard,
CHAMPS will take you to the Enrollment Checklist page.

Buttons can have more than one function. For example, clicking the or button will take you to
the next stage of a process. Clicking the , , or buttons will generally close the page you are on.
And clicking the button will save the information on the page.

Drop-down lists will provide you with options to choose. For example, you could see something simple like

“Yes” or “No” choices in a drop-down list. Other drop-down lists will display search choices. A drop-down list

may also be used as a way of compressing a list of hyperlink options for a user to use as a navigation tool.
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When you access a page in CHAMPS that shows you a list (for example, a list of Specialties/Subspecialties),

Filter By

you have the ability to search for specific items in that list.

The Filter By function provides you with a drop-down list of choices that you combine with text fields to
narrow the number of records returned. Each time you select an option in a Filter By field, you need to enter
text in the appropriate text box. For example, if you want to Filter By “Date,” you would put specific beginning
and end dates in the following text boxes.

NOTE: All dates in CHAMPS must be entered using the MM/DD/YYYY format.

You also have the ability to use a wildcard in your search criteria. This means that you can enter a partial word
or value in the text box and follow it with a percent sign (%) to retrieve the records that match the partial word.
Because lists often have some kind of default filter on them, you can also use the percent sign (%) by itself to

bypass the default filter or to indicate you want to see all of the records that meet your selected Filter By option.

After using the Filter By drop-down menu and entering search criteria in the text boxes, you can click the

Ent
button on the screen or press the [—3 key on your keyboard to display the filtered list.

Location Code |
Location Mame
[T Joerderovce: Tyoe | .
Spedialty/Subspecialtyy ]
Feree I fhexie= Go Fage Gount

Enter search
criteria in
text boxes

Filter By drop-
down menu
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CHAMPS uses software to standardize addresses entered into the CHAMPS system. This software also verifies

Address Standardization

that addresses are valid. [f CHAMPS is unable to validate an address during enrollment or revalidation, verify
the address at the United States Postal Service (USPS) website for the correct format and zip code. The address
must appear in CHAMPS exactly as it does in the USPS database.

Links Menu

The Links Menu is a drop-down menu providing you with external Internet links that are frequently used in the
application process.

s e e ST
(\ S NS NS g
—Select- =

Links:

MAIM
MDCH Web Site
Taxonomy Codes
USPS

Links Menu
example

O A
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Path

Near the top of the CHAMPS web pages you will see a hyperlinked path which shows where you are and the
path you took to get there. At any time you have the ability to click on any of the hyperlinks in the path to

return to that area.

Provider

Path: Mew Enrollmentf Track Application/ Individual Enrollment

Click on Path
hyperlinks for easy
navigation

Save to XLS

CHAMPS provides you with the ability to save data to an Excel spreadsheet. Click the button on

screen to export data. You will need to disable (turn off) the pop-up blocker in your Internet browser and enable

(turn on) the automatic prompting for file downloads to get the Save to XLS function to work. When you click
the button, you should select the Open option. You can then, if needed, save the file from the

open spreadsheet.
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Warning Notice: The downloaded file may contain Electronic Protected Health Information (ePHI). All
Protected Health Information (PHI), in any format, must only be used or disclosed as permitted by the Health
Insurance Portability and Accountability Act (HIPAA) and other applicable state and federal confidentiality

laws.

File Download

Do you want to open or save this file?

From: 204.23.251.75

% Mame: CNSIControlServietSefS7fed.xls
Type: Microsoft Excel Weorksheet

[ oeen ||

Save

J [_cencel

[+] Always ask before opening this type of file

save this file. What s the risk?

hiarm your computer. f you do not trust the source, do not open or

@ While files from the Intemet can be useful, some files can potentialty

File Download
example
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LessoN 1 — Access CHAMPS via SSO

Introduction

The CHAMPS Web Application resides within the Michigan Department of Community Health (MDCH) Single
Sign-On (SSO) website. In order to access CHAMPS, you will need to have a valid SSO account.

Lesson Objectives

In this lesson, you will follow the steps required to log into and access CHAMPS. You will:
e Use the MDCH SSO webpage to subscribe to CHAMPS
e Access CHAMPS after receiving subscription approval

Lesson Topics

e Topic A— MDCH SSO Webpage
e Topic B — Subscribe to CHAMPS
e Topic C — Accessing CHAMPS
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Toric A

MDCH SSO Webpage

To log into CHAMPS, you will need to do the following:
1. Enter the MDCH SSO URL into your Internet browser: https://sso.state.mi.gov

You will see the login page:

vserio [ ]
Password [

“Ifyou do not have a User ID, please click -
| forgot my Password

NOTE: Ifyou are a first time user, you will need to click the - button to obtain a User

ID and Password. You will then need to follow the steps to create an SSO account (detailed SSO
Instructions are available on the MDCH website).

2. Enter your User ID and Password in the appropriate fields and click the - button.



https://sso.state.mi.gov
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Toric B

Subscribe to CHAMPS
1. After you have logged into the SSO website, click the Subscribe to Applications hyperlink.

Subscribe to Applications

Click the Subscribe
to Applications
hyperlink
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2. You will see a Subscription page. From the drop-down menus, select DCH — CHAMPS from the first

drop-down menu and CHAMPS from the second drop-down menu.

DCH - CHAMPS V_ CHAMPS

Select DCH-CHAMPS
and CHAMPS trom drop-
down menus

3. Click the - button. You will receive a message indicating your request is in review.

Your subscription for access to the CHAMPS application should be processed instantly. You will need
to log out of the SSO webpage and then log back in. The link will then be available.
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Toric C

Accessing CHAMPS

Once your request to access CHAMPS has been approved, you will see the application hyperlink on the MDCH
Application Portal web page after you log into the SSO website.

1. Click on the CHAMPS hyperlink.

CHAMPS

Click on the
CHAMPS hyperlink
to access CHAMPS




! Community Health Automated Medicaid Processing System

2. You will see the Provider tab and the available option(s).

/2 Welcome to MMIS - Windows Internet Explorer

Provider

— You will see the
= Provider tab after
logging into

CHAMPS

Choose an Option:

Pravider Enroliment Enroll Providers
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LESSON 2 — PROVIDER TAB OVERVIEW
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LESSON 2 — PROVIDER TAB OVERVIEW

Introduction

The Provider Tab on the CHAMPS Webpage gives you options for interacting with Provider enrollment
applications and Provider Records. Please note that you may not have privileges in CHAMPS to access all of
the options described in this lesson.

Lesson Objectives

In this lesson, you will become familiar with the Provider Tab on the CHAMPS Webpage. You will:
e Access the Provider Tab

e Access the Provider Enrollment hyperlink

Lesson Topics

e Topic A — The Provider Tab
e Topic B — The Provider Enrollment Hyperlink
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Toric A

The Provider Tab
When you click the tab labeled Provider, you will see a page with hyperlinks on it.

/2 Welcome to MMIS - Windows Internet Explorer

IE https:)/ss0,state, mi,us/dch-chppetrainfecams,/ ChSIControlSeryiet

Provider

Hyperlinks on

the Provider tab

Menu »

Choose an Option:

Enroll Praviders

Provider Enrallment

e C(Clicking the hyperlink labeled Provider Enrollment gives you options to begin a new application or

track an existing application.
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Toric B

The Provider Enrollment Hyperlink
Clicking the Provider Enrollment hyperlink takes you to a page with two (2) hyperlinks on it.

Choose an Option: /
MNew Enrollment Enroll As A New Provider

Track Existing Provider Application

Track Application

' The Provider Enrollment
hyperlink lets you enroll as
a new provider and track
your application

e Click the New Enrollment hyperlink to start the enrollment process as a new provider.
e The Track Application hyperlink allows you to modify an enrollment application before it is submitted.
You will need your Application ID number to use this function. Applications have to be submitted

within thirty (30) calendar days of their start date or they are deleted from the staging area.
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! Community Health Automated Medicaid Processing System

LESSON 3 — ENROLL AS INDIVIDUAL — RENDERING / SERVICING

Introduction

An Individual/Sole Proprietor with an Applicant Type of Rendering/Servicing is a provider who provides
services through a Group, Facility / Agency / Organization (FAO), or an Individual/Sole Proprietor. A
Rendering/Servicing provider does not bill directly to Michigan Medicaid. The Billing Provider that is

associated to this provider submits claims and receives payments for the Rendering/Servicing provider.

Lesson Objectives

In this lesson, you will learn how to enroll as an Individual — Rendering / Servicing provider. You will:
e Begin the enrollment process
e Add Basic Provider Information
e Add Specialties and Subspecialties
e Associate a Billing Provider
e Add Licenses and Certifications
e Add Ownership details
e Add Taxonomy details
e Complete the Enrollment Checklist
e Modify an application prior to submitting

e Submit the Enrollment Application

Lesson Topics

e Topic A — Begin Enrollment

e Topic B — Specialties and Subspecialties
e Topic C — Billing Provider

e Topic D — Licenses and Certifications

e Topic E — Ownership

e Topic F — Taxonomy

e Topic G — Enrollment Checklist

e Topic H— Modify Application in Process

e Topic I — Submit Application
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Toric A

Begin Enrollment

1. From the Provider tab, click the Provider Enrollment hyperlink.
Click Provider
Enrollment
hyperlink
2.

Click the New Enrollment hyperlink to begin a new enrollment application.

Click New

Enrollment
hyperlink

3.

You will see the Enrollment Type selection page. Select Individual/Sole Proprietor.

Select
Individual/Sole
Proprietor

[l Individual/Sole Proprietor




(cHAmPS

4. Click the button.

5. You will see the Basic Information page. Complete the required fields, which are marked with an

asterisk (*) and any desired optional fields.

Provider Basic
Information

page

NOTE: Ensure you select Rendering/Servicing Only for the Applicant Type.

6. Click the button.




7.
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CHAMPS creates an Application ID. Record the Application ID number, as you will need this number

to track your application. Click the button to close the window.

Your Application ID is: 20080117011721

Your Application ID is: 20080117011721

Record the
Application ID
number




! Community Health Automated Medicaid Processing System

The Business Process Wizard page appears with Step 1: Provider Basic Information now marked with

a status of Complete. If it not complete, click the Step 1: Provider Basic Information hyperlink and
finish entering details.

[Step 1: Provider Basic Information

Step 1: Provider
Basic Information
marked complete




! Community Healih Automoted Medicaid Processing Syster

Toric B

Specialties and Subspecialties

After completing the Basic Information, you now need to add Specialties and Subspecialties.

1. Click the Step 2: Add Specialties hyperlink.

Click Step 2:
Add
Specialties

Step 1: Provider Basic Information ‘
Step 2: Add Specialties | ’
Step 3: Associate Billing Provider

A A

2. You will see the Specialty / Subspecialty List page. Click the button near the top of the page to
add a specialty.

3. Click the Provider Type drop-down list and select an option. The Specialty drop-down list will
automatically populate with choices based on the Provider Type selected.

% Location: |nl-lh‘ld-5|"sl-nn:nﬂhirn. /

Provider Type: |—5ELECT— ==

Select Provider
Type from
drop-down list




Click the Specialty drop-down list and make a selection.

Specialty: |-—seLECT— i
HECT

Addiction Medicine

Allergy & Immunology

Anesthesiology

Cat 5can

Colon & Rectal Surgery
Dermatology

Emergency Medicine

Family Medicine

General Practice

Manipulative Medicdne
Maxilofacial Surgery
Medical Genetics
Meurological Surgery
Meuromusculoskeletal Medicine
Muclear Medicine
Cbstetrics & Gynecology
Occupational Medicine
Ophthalmology
Crthopedic Surgery
Otolaryngology

Peripheral Vascular Disease
Physical Medicine & Rehabilitation
Plastic Surger

CHAMPS

Community Health Automated Medicaid Processing System

Select Specialty
tfrom drop-down
list
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5. Ifthere are Subspecialties associated with the Specialty you selected, the Available Subspecialties box

will be populated with choices associated with that Specialty. Select a Subspecialty from the list and

click the button to add.
% Available Subspecialties
No Subspecalrty B

e T

Associated Subspecialties *

Clinical & Laboratory Dermatological Immunology
Dermatopathology

Select
Subspecialty

g
NAN

6. If there are no Subspecialties associated with the Specialty, the No Subspecialty option will

automatically be selected for you.

7. Complete the required fields (marked with an asterisk) and any desired optional fields.
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8. Click the button to close the Add Specialty / Subspecialty window. The Specialty / Subspecialty

List page appears and now lists the added information.

r

_
e

Dermatology/Clinical & Laboratory Dermatolegical Immunology

PHYSICIANS ,

-

Dermatology/Dermatepathology

DE|E1EI == Frev Viewing Page 1 Next == I] G:}l Page Count | SaveToXLS I

Updated Specialty /
Subspecialty List

PHY SICIANS |

9.  Click the button to close the Specialty / Subspecialty page. You will see the Business Process
Wizard with Step 2: Add Specialties be marked Complete. If it is not complete, click the Step 2: Add
Specialties hyperlink to finish entering details.

Step 1: Provider Basic Information

Step 2: Add Specialties

Step 2: Add
Specialties
marked Complete
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Toric C

Billing Provider
Now that you have added your Specialties, you need to associate a Billing Provider to your enrollment

application.

1. Click the Step 3: Associate Billing Provider hyperlink.

Click Step 3:
Step 2: Add Specialtes Associate
Billing Provider

2. You will see the Billing Provider List page. Click the button near the top of the page.
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3. You will see the Associate Billing Provider page. Fill in the NPI field and the Start Date field.

Enter NPI and
Start Date

4. Click the | Confirm Provider | button.

5. Click the [ox] button to close the Associate Billing Provider page.
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6.  You will see the Billing Provider List page appear with the added information.

Billing Provider
List 1s updated

7. Click the button to return to the Business Process Wizard. You will see Step 3: Associate
Billing Provider now marked as Complete. If it is not complete, click the Step 3: Associate Billing

Provider hyperlink and finish entering details.

Iswm Pmmerﬂas.c information — |nequmd |MM [o310712008 |(:omp|éi'e'_’ -

[Required [o3/0712008  [03/0712008 [Complete
[Required [o3/0712008  Jo3/0712008 Jeomplete

Step 3: Associate
Billing Provider
marked Complete
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Licenses and Certifications

The next thing you need to do is add your License and Certification information.

1. Click the Step 4: Add Licenses and Certifications hyperlink.
<€ AT s
Step Z:jbud/Specialiér/ '

Step 3: Associate Billing

btep 4: Add Licenses and Certifications

Step 4: Add
Licenses and

Certifications

2. You will see the License / Certification List page. Click the button near the top of the page.

3. You will see the Add License / Certification page. Select an option from the License / Certification

Type drop-down menu.

Select
License/Certification
Type from the drop-
down list

d ICLIA Certification
DEA-Certification

_
-~
-
( Prof, License Number ’
L
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Complete the remaining required fields (marked with an asterisk) on the page and click the

| Confirm License/Certification | button

Click the button to close the Add License/Certification page.

You will see the License/Certification List page appear with the added information.

fiter By, i, Ty e,

Licensé Cariieation Type | Leéieeorancations | ™ Locatin T Vs
u AY Al AY A
D Prof. License NHumber 5501012496 01-Bartholomew's House of Medicine Yes

W

Pege Count | | SaveToXLS

License
Certification List
updated
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Click the button to return to the Business Process Wizard. You will see Step 4: Add Licenses
and Certifications marked Complete. If it is not marked complete, click the Step 4: Add Licenses and

Certification hyperlink and finish entering details.

Step 4: Add Licenses and Certifications

Step 4: Add Licenses
and Certifications
marked Complete
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Toric E

Ownership

The next step you need to complete is to add ownership details to your enrollment application.

1. Click the Step 5: Add Ownership Details hyperlink.

Step 5: Add
Ownership
Details

Step 5: Add Ownership Details




! Community Health Automated Medicaid Processing System

2. You will see the Owners List page appear. On it will be two sections. The top section allows you

to list those properties you own completely. The bottom section allows you to list your ownership
interests in other entities reimbursable by Medicaid and/or Medicare.

Owners List page: Note
the two (2) different
sections
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3. If you have no other Owned Entities, click the button to return to the Business Process Wizard,

where you will see Step 5: Add Ownership Details now marked complete.

= 3 H 1 ’

" |Required |m7m 030772008 |[Complete
Optional  [03/07/2008 [03/07/2008 [complete

|Required

Step 5: Add
Ownership Details
marked Complete

Add Other Owned Entity | 1,40

4. Ifyouneed to add information about other entities, click the |

NOTE: You only need to include those entities in which you own 5% or more of the entity.
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5. You will see the Ownership in Other Medicaid/Medicare Entities page appear. Complete the Address
Line 1 field and the Zip Code field. Click the | validate Address | pion

Address Line 1: | =

Zip Code: [ 1.[

Enter information in
Address Line 1 and Zip
Code fields

If CHAMPS recognizes the address, you will see a message appear in the middle of the page indicating
“Address validation successful.” CHAMPS will also automatically format the address and zip code as
well as populate the City/Town and County fields according to USPS standards.

L
-
o Address validation successful *

- -

6. Complete the remaining required fields (marked with an asterisk) and any desired optional fields.
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7. Click the button to return to the Owners List page where you will see the added information in the
lower part of the screen.

[ S e e T T
| == Frev | Vet == I '_'-_| Fage Count |

Added information
in lower section of

page

8. Click the button to return to the Business Process Wizard. Step 5: Add Ownership Details is

now marked Complete. If it is not complete, click the Step 5: Add Ownership Details hyperlink to
finish adding details.

030772008 |[Complete
03/07/2008 Fomplete

S

Step 5: Add
Ownership Details
marked Complete
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Toric F

Taxonomy

You now need to add your Taxonomy details.

1. Click the Step 6: Add Taxonomy Details hyperlink.

Step 6: Add
Taxonomy
Details

2. You will see the Taxonomy List page. Click the button near the top of the page.

3. You will see the Add Taxonomy page. If you know your Taxonomy Code, enter the information in the

Taxonomy Code: | field and click the L ConfrmTaxonomy | o
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If you do NOT know your Taxonomy Code, click the thin arrow to the left of the note

A [Click here for Taxonomy List)

list of Taxonomy Codes.

next to the Taxonomy Code field. You will see a pop-up webpage with a

HEALTH CARE PROVIDER TAXONOMY CODE SET LAST UPDATE: 1/1/2008

Buy this list: Electronic File | Printed Document | Update Alert Service

Code Set New Codes Modifications More Information

Click Here to Expand List | Click terms below to expand/contract a section

[ Individual or Groups (of Individuals)
B Mon-individual

Click "+" icons to
expand list(s) and
choose appropriate
................................ Taxonomy Code

Clicking a [mors
information about

Find the appropriate Taxonomy Code on the page. You can either write down the code from this page

and type it into the field on the Add Taxonomy page or you can highlight the code in the list, copy the

information, and paste it into the Taxonomy Code: | field on the Add Taxonomy

page.

|+

additional

Click the L ConfirmTaxonomy | 01 16 fill in the CHAMPS Taxonomy Description.

Fill in the Start Date: I " field with the current calendar date and, if necessary, fill in the
Taxonomy End Date with the End Date of the Primary Practice Location.
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8. Click the button to return to the Taxonomy List page, where you will now see the added

information.

O

[ e
l_ | == Frev | L= I '_"_| ~age Count

Taxonomy List
page displays
added information

9.  Click the button to return to the Business Process Wizard. Step 6: Add Taxonomy Details is
now marked as Complete. If it is not complete, click the Step 6: Add Taxonomy Details hyperlink to

finish entering details.

Step 5: Add Ownership Details

Step 6: Add
Taxonomy Details
marked Complete
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Toric G

Enrollment Checklist

You now need to complete the enrollment checklist. This is a list of Yes/No questions for you to answer.

1. Click the Step 7: Complete Enrollment Checklist hyperlink.

Step 6: MMom Letails

Step 7: Complete Enrollment Checklist

Step 7: Complete
Enrollment
Checklist

2. You will see the Provider Checklist page. Read each question on the page.

Menu »

Provider Checklist: =
Question Answer Comments
Do you need to request a Retro Enrcliment Date? If Yes, enter the requested Retro -
Enroliment Date in the field. ot Completed =]
Are you currently excluded from any State program? I Mot Completed j I
Are you currently excluded from any Federal program? I Mot Completed j I
Have you ever had a criminal or health-related conviction? INot Completed j I
Have you ever had a judgment under any false claims act? I Mot Completed j I
Have you ever had a program exclusion/debarment? INot Completed j I
Have you ever had civil menetary penalty? INot Completed j I =
Are you applying as a Private Duty Nurse [LPH/RM) for private duty services? I Mot Completed j I
Do you have ownership interest in other entities reimj I
Medicare? If Yes, provide details in "Add Ownegs

I Complete each
question on the
Provider Checklist
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3. Select either Yes or No in the Answer drop-down menu.

Mot Completed
fes

<
>

Answer ’
[Not Completed 7] ’

Select an
answer from
the drop-down
list

4. Ifyou answer Yes to any but the last two (2) questions, you MUST provide additional information in

the Comments field.

e

Answer Comments

\ Yes ||Enter infarmation hers with 3 "Yea" answer.
. |

2

-

-
<
-

Provide comments
for "Yes'" answers to
any but the last two
(2) questions

5. After you answer all of the questions, click the button.
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Click the button to return to the Business Process Wizard, where you will see Step 7: Complete
Enrollment Checklist marked Complete. If it is not complete, click the Step 7: Complete Enrollment

Checklist and finish entering details.

D s T - N '
-

Step 6: Add Taxonomy Details [Required [03/07/2008 J03/07/2008 [Complete
tep 7: Complete Enrollment Checklist Iﬂeqied |m7m |m7m omplete
nro| n al |Required
Step 7: Complete
Enrollment
Checklist marked

Complete
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Modify Application in Process

After you start the enrollment process, you have thirty (30) calendar days to complete your application. If you
do NOT complete your application within thirty (30) calendar days of the original start date, your information
will be deleted and you will have to start again.

If you are unable to complete the application process, you have the ability to return to an enrollment application,
as long as it is within thirty (30) calendar days of the original start date.

1.  To modify an existing enrollment application that has NOT been submitted, click the Provider
Enrollment hyperlink on the Provider tab.

Click Provider
Enrollment
hyperlink

Provider Enrollment
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2. Click the Track Application hyperlink.

Track Application

Click Track
Application
hyperlink

3. Enter your Provider Application ID number into the APPlication ID: | - field.,

4.  Press the button.
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5. The Business Process Wizard will appear. Click any of the Step hyperlinks to continue the application

process or to edit any Steps as needed.

€Ol Prove._adlf e el e

Environmec=2

Click any of the Step
hyperlinks to make
changes

Business Process Wizard - Provider Enroliment (Individual). Click on the Step # under the S
Col

Step Required | Start Date | End Date | Status | Step Rema:

Step 1: Provider Basic Information Required [03/07/2008 |03/07/2008 [Complete
Step 2: Add Specialties [Required  [03/07/2008  [03/07/2008 [Complete /

Step 3: Associate Billing Provider [Required 030772008 [03/07/2008 [Complete
Step 4: Add Licenses and Certifications IRequired 03/07/2008 I03."0?.f2008 Complete
Step 5: Add Ownership Details loptional 0370772008 [03/07/2008 [Complete
Step 6: Add Taxonomy Details IRequired 0370772008 |03J|‘0?.f2008 Complete
Complete Enrollment Checklist IRequired 03/07/2008 I03J‘0?.f2008 Complete
Submit Enrollment Application for Approval IRequired 0370772008 IONO?QNB Complete
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Submit Application
After you have completed all of the required steps on the Business Process Wizard, your enrollment application

is ready to be submitted.

NOTE: Once you submit your enrollment application to the State for approval, you will NOT be able to make

any changes to the information in your application until it has been approved.

1. Click the Step 8: Submit Enrollment Application for Approval hyperlink.

Step 8: Submit
Ste Enrollment
Application for

Approval
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You will see the Final Submission page. On it will be your Application ID number and your

Enrollment Type. There is a brief statement on this page that you will need to read.

Menu

Final Submission:

Application ID: 20080123939976 Enrollment Type: Individual/Scle Proprietor

The information submitted for enrollment shall be verified and reviewed by the State.
During this time, any changes to the information shall not be accepted.

1 agree that the information submitted as a part of the application is correct (Private and Confidential).

Final Submission
page with statement
to be read

Click the button.
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4.  You will see the Medical Assistance Provider Enrollment & Trading Partner Agreement — Conditions
page. Read through this information carefully.

Close || submit Appiicaton-... _m&a-.-_, _/m&;au_,_//‘_ e

Medical Assistance Provider Enrollment & Trading Partner Agreement - Conditions: d

In applying for enrellment as a provider or trading partner in the Medical Assistance Program (and programs for which the Michigan Department of
Community Health (MDCH) is the fiscal intermediary), | represent and certify as follows:
1.The applicant. and the employer (if applicable). certify that the undersigned has/have the authority to execute this Agreement.
2.Enrollment in the Medical Assistance Program does not quacaa H managed care programs nor does it replace or negate the contract
process between a managed care entity and its pros
3. All infarmation furnished on this Medical Aggs

s is true and complete.

Read through
information on the
Agreement - Conditions

4.The applicant and the employer agreg
State Health Care Programs (Title
5.Before billing for any medical seni
agree to comply with 1) the terms
Program contained in the manual, §
6.1 agree to comply with the provisions
requirements under which participation
1.1 agree to comply with the requirements of 2
relates to the conditions and requirements of '
~+hat, upon request angd

itle XVIIl), Medicaid (Title XIX), and other

t of Community Health (MDCH). | also
ocedures for the Medical Assistance

hich state the conditions and

ttion 1902 (2)(68) of the Social Security Act which

aral government age ~dlor take any

5. At the bottom of the page, after you have read the information, click the box in front of the statement
that reads, “By checking this, I certify that I have read and that I agree and accept the enrollment
conditions in the Medical Assistance Provider Enrollment & Trading Partner Agreement.”

% " By checking this, | certify that | have read and that | agree and
accept the enroliment conditions in the Medical Assistance
\_ Provider Enroliment & Trading Partner Agreement.

F
&
Check the box when /

tinished reading the
Agreement - Conditions

page
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6. Click the L SubmitAppicaton | o af the top of the page.

7. You will see a pop-up message indicating your application was successfully submitted for State review.

Click the OK button to close the pop-up message.

Windows Internet Explorer : i[

| ' Your Application Mumnber 20080118906297 has been successfully submitted For State review, Return ko CHAMPS with
{ this application number bo krack the skatus of your application.

Click OK to close
the message window

8. Click the button to return to the Business Process Wizard, where you will see Step 8: Submit
Enrollment Application for Approval marked as Complete. If it is not complete, click the Step 8:
Submit Enrollment Application for Approval hyperlink to finish entering details.

[Step G_Md‘ra.,_ /.méa T /rééfrm:m_ mm‘_ -y

Step T: Complete Enrollment Checklist
Step 8: Submit Enrollment Application for Approval

Step 8: Submit
Enrollment Application
for Approval marked
Complete
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LESSON 4 — MANAGE PROVIDER RECORD

Introduction

Once your enrollment application has been approved by MDCH it becomes your Provider Record. Your
Provider Record can be changed if you need to add new information (like a new Specialty) or if you need to edit

the existing information (like your Mode of Claim Submission).

Any changes you make to your Provider Record will be submitted to the State as a Modification Request. If
you submit a Modification Request to the State, you will be unable to make changes to your Provider Record

until the request has been approved.

Lesson Objectives

In this lesson you will learn how to manage your Provider Record and submit Modification Requests. You will:
e Select a domain
e Access the Provider Portal
e Manage a Provider Record
e Submit a Modification Request

Lesson Topics
e Topic A — Selecting a Domain
e Topic B — Provider Portal Overview

e Topic C —Manage Provider Record

e Topic D — Submit Modification Request
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Selecting a Domain

Once your enrollment application has been approved by the State, the page you see when you log into
CHAMPS will look different.

If you have more than one Provider Record to maintain, you will see a Domain selection page when you first
log into the CHAMPS website.

CHAMPS

Community Health Autormated Medicaid Processing System

Select the Domain: |Bart Bartholomew - 2463024660 =] =

- [eo]

Select a profile to use during this session: |Frovider

Domain
Selection page
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To select a Domain, you will need to do the following:
1. Click on the Select the Domain drop-down menu and select a Provider/NPI from the list.

Bart Bartholomew - 2463024580 = ’
Jake Smith - 1234567280
Roger Rabbitt - 2345673804

Allen Baker - 3456785012

Select a
Domain

2. Click on the Select a profile drop-down menu and select an option.

Select the Domain: |Bart Bartholomew - 2468024630 =

Select a profile to use during this session: |Frovider o] = ,

Provider Domain Admin
Provider View Only

Select a
Profile

3. Click the %] button.
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4. You will see the Provider Portal page.

Provider |

Path: Provider Portal
NPI: 2000002923 Name: FAO Test for Approval 3

|online Services: Welcome! Hide/lax
Provider Hide/Max
Track Application
Manage Provider Information
Initiate New Enrollment
Admin Hide/Max
o CHnmps
Community Health Automated Medicaid Processing Systern
Provider
Portal example
p My Remin
Filter By: | = | [50]
Alert Type Alert Message Alert Date Due Date: Read
= AY AY Iy AY AY
No Records Found !
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Provider Portal Overview
The Provider Portal page gives you a variety of options. This is the page you will see when you log into

CHAMPS if you do NOT have more than one Provider Record to maintain.

NOTE: The hyperlinks described in this lesson may not be accessible to all users depending on their profiles in

CHAMPS.

Name: FAQ Test for Approval 3

|Online Services: Welcome! Hide/Max
Provider Hide/Max
Track Application
Manage Provider Information
Initiate New Enrollment
‘Admin Hide/Max
o c H n m p s
- Community Health Autormated Medicaid Processing System
Provider
Portal example I
Filter By: | = | [Go)
Alert Type Alert Message Alert Date Due Date Read
= AV AV v AV AY
No Records Found 1

There are different hyperlinks on the Provider Portal.
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Track Application

Click Track
Application
hyperlink

Track Application

Clicking the Track Application hyperlink takes you to a page that allows you to enter an Application ID to either
track the progress of a submitted enrollment application or to continue with the completion of a non-submitted

enrollment application.
After clicking the Track Application hyperlink, you will see the Track Existing Application page.

T— Path: Provider Portz|;"F‘r.£a(wppT5hon J— S

/

Submit

Track Existing Application:

Please provide the Application ID to track your application.

ApplicationiD:[

Enter
Application ID
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Manage Provider Information

Click Manage
Provider
Information

hyperlink

Manage Provider Information
Maintain Users

NI

Clicking the Manage Provider Information hyperlink will take you to the Business Process Wizard for the

Provider Record.

Undo Update
View/Update Provider Data - FAO:
Business Process Wizard - Provider Data Modification (FAO).
r Last Modification | Last Review Modification
Step Required Date Date Status 5 s Step Remark
Step 1: Prowider Basic .
- Information Required  [10/31/2007 10/31/2007 Complete
|_ Step 2: Lecations Required [[10/31/2007 10/31/2007 [Complete
|- Step 3: Specialties Required 10431/2007 10/31/2007 [Complete
Step 4: Licenses and . (=
r Certifications Required  |[10/31/2007 10/31/2007 (Complete
Step 5 Mede of Claim .
- Submicsion Required  [[01/10/2008 12/04/2007 Complete [Updated
I_ Step 6: Associate Billing Agent | Optional 12/04/2007 Complete
|_ Step 7: Cwnership Details Required
I-- Iy T e m e Dhmbimi = e

The Business
Process Wizard
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Initiate New Enrollment

Click Initiate
New
Enrollment
hyperlink

Track Application

| Initiate New Enrollment

Clicking the Initiate New Enrollment hyperlink will take you to a page that allows you to start a new enrollment

application for an Individual/Sole Proprietor, a Group Practice, or a Facility/Agency/Organization.

nrollment Type:

Select the Applicable Enrollment Type

O Individual /Sole Proprigtor /

[ Group Practice {Corporation, Partnership, LLC, etc.)
o Facility/Agency /Organization (FAC-Hospital, Nursing Facility, Various Entities) z

Begin a new
enrollment
application
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Maintain Users

Click Maintain
Users
hyperlink

Clicking the Maintain Users hyperlink will take you to the Manage Users page, where users are listed. Clicking

the Name hyperlinks will allow you to make changes to user’s access.

Filter By: | | And: | =
r Hame Domain Name Organization Status Start Date
v AY AY AY AY
I~ fsmith, Jake £333339454 Provider Approved 11/01/2007 12431 :
I~ [ ichnson, Matthew 5333339454 Provider Approved 11/04/2007 12431

Fage Count

=< Frev |‘-§E|||'mgPagE1 Mext =3 |‘| c,

Manage Users
page example
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Manage Provider Record

After your enrollment application has been accepted by the State, you have the ability to make changes to the

information in your Provider Record.

NOTE: Ifyou make a modification to your Provider Record and do NOT submit those changes within seven

(7) calendar days, the system will delete or purge the changes.

1. Click the Manage Provider Information hyperlink.

Click the Manage
Provider
Information

hyperlink

IManage Provider Information




! Community Health Automated Medicaid Processing System

2. You will see the Business Process Wizard for the Provider Record. Click on the Step hyperlink to

make changes to the information on record.

.48t Modifica., "

I step Required Date

- m‘:rl;:x‘”d"' Basic Required  [10/31/2007 )

I- Step 2: Locations Required |[10/31/2007 I? C]-]-Ok a- Step

[ [step 3: Specialties Required  [10/31/2007 hyp Grliﬂk to

r g‘:rz :{;:éﬁ:“s and Required  [10/31/2007 1 ] h

I— Step 5: Mode of Claim . m e c a‘nges
Subriaion Required  [|01/10/2008

[T | step &: Asscciate Billing Agent  [|[Optional  [12/04/2007 1

r‘\‘.i&e‘;y“lg\hils \gd\_ 1013 o

3. You have the option to either end-date the current information (for example an association with a

Billing Provider) or to alter the current information (for example your Mode of Claim Submission).
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Submit Modification Request

After you have made changes to the information in your Provider Record, you need to submit a modification

request to the State for your information to be updated.
NOTE: When your modification request has been submitted to the State, you will only be able to view your
Provider Record until those modifications have been approved by the State. You will also be unable to make

any additional changes to your Provider Record until those modifications have been approved.

1. Click the Complete Modification Checklist hyperlink.

Click Complete
Modification
Checklist
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2. You will see the Manage Provider Checklist page with a list of questions. Answer the questions using
the drop-down list for each.

R
Mot Completed

Select an
answer to each
question

3. Ifyou answer Yes to the question about “Retro Enrollment Date,” you need to provide additional

information in the “Comments” section.

Provide additional
information 1n
Comments for Yes

Answer
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4.  Click the button after you have answered each question.

5. Click the button to return to the Business Process Wizard where the Complete Modification
Checklist step will be marked Complete.

Step 10: Complete Modification
Checklist

Complete
Modification
Checklist marked

Complete
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NOTE: Ifupdates were made in error, you can mark the incorrect update by checking the box to the
left of the step and clicking the button. The Modification Status of the marked step will

change to a blank field and modifications will be removed.

Click Undo
Update button to
remove changes
made in error

[Gosel]|_undo Upcice |

6.  Click the Submit Modification Request for Review hyperlink.

Click Submit
Modification
Request for
Review
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Submit for Modification | button

7. You will see the Final Submission page. Click the |

Menu

| Close || Submit for Modification
Final Submission:

Provider ID: 1200420 Enrollment Type: Individual / Sole Proprietor

The Information submitted shall be verified and reviewed by the State.
During this time, any changes to the information shall net be accepted.

1 agree that the information submitted as a part of the application is correct. (Private and Confidential)

lication Document Checklist:

Formsi/Documents

al Final Submission

8. You will see a pop-up message indicating your Modification Request was submitted. Click the OK

button to close the pop-up window.

Windows Internet Explorer

N
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9. You will be returned to the Business Process Wizard where you will see the Modification Status

updated to In Review and Step 9: Submit Modification Request for Review marked Complete.

Step 9: Submit Modification
Reguest for Review

Step 9: Submit
Modification Request
marked Compete - In
Review status

10. Click the button to return to the Provider Portal.
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APPENDIX A — ACRONYMS AND ABBREVIATIONS

Acronym / Abbreviation Definition
BPW Business Process Wizard
CHAMPS Community Health Automated Medicaid Processing System
DDE Direct Data Entry
DEG Data Exchange Gateway
EIN Employer ID Number
ePHI Electronic Protected Health Information
FAO Facility, Agency, Organization
HIPAA Health Insurance Portability and Accountability Act
ID Identification
MAIN Michigan Administrative Information Network
MCO Managed Care Organization
MDCH Michigan Department of Community Health
MMIS Medicaid Management Information System
NPI National Provider Identifier
PE Provider Enrollment
PHI Protected Health Information
P.O. Post Office
SSN Social Security Number
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Acronym / Abbreviation Definition
SSO Single Sign-On
URL Uniform Resource Locator, Web Address
USPS United States Postal Service
XLS Excel Spreadsheet

CHAMPS HOTLINE INFORMATION

Please direct any questions or concerns about CHAMPS to the CHAMPS Hotline.
e Phone — 1-888-643-2408
e E-mail - CHAMPS@michigan.gov



mailto:CHAMPS@michigan.gov
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